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QEORGIA DEPARTMENT OF HUMAN RESOURCES
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF ADMI!NAETRATIVE SERVICES
: RECORDS MANAGEMENT UNIT
For instructions on completlng this form contact DHR Reoords Management Unit, 47 Trmlty Avenue Atlanta, Georgna s
30334. Phone - (404) 656-4976  GIST: 2214983 | o
PHR - . - - 1. GEDRGIA DEPARTMENT OF HUMAN RESOURCES s AHCHIVES AND HiSTOHY
Cost Allocation . ..., -. . . :
4. January 10, 1984 P R T T :
Appli ?mbe 218 Health Building RS ' " .} Date nemﬁd L/ ‘Date Com m&'d_'
T R T L P LI T R, P,
p';)';i?{'mé 4" 1 47 Trinity Avenue, §.W. ;
- | Atlanta, Georgla. 30334 - 1202 _;'__.*_J_Aﬂ 111934 [AUs 144084 |
2. Person 1o Contact . Working Title a Telephohé Number
Sandra Brown Research Unit Superv1sor e 656 3766
3. Action Requested - B ST ' R
a. [0 Establish Retention Schedule; record will dntinue to accumdlate. Y e e ey
' utoff pe e
b. [ Dispose of present accumulation; no further accumulation anticipated. ¢ P riOd for series titl-e
c. B Amaend Application No. 76—4 -~ >~ .~ _.Check One: Gt Chenge; - O Supercede; [ Void R
. - LIT IS ENIE : — [ o
4. Da.tpl-of Series | 6. Records Series Title (foﬂowﬂd by title used in offica; if different) " e 7
Eeriiest i atest - . =
d Random Moment Sample Study Flles
. . - T sufr AL b X e A
6. Division and Office Function What is the function of the Dnvluon and the Office in wh:ch thu record nriu is mated?
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7. Records Serigs Description This fils contains the following documents finclude form numbers and titles, if any):  Attach nmples of the file. :
Documents relating to: %
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included are: :
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| 8. Monthly Referefce Rate ™ - - . ‘How ofmn #t@ records referred to wnich are: ; ;
One to six months old ;  Seven to twelve months uid - ;  Thirtean to twenty-four months old e §
“twenty-five months and older . ? wroone T oo P
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YES | NO | 10. Questionnaire _{Pisce an “'X" In the proper column) __ il N
a_ s thia the officlsl oy of tho -rlu? ’ i ) ' . '
Ifnot whnnlﬂt? . . o S TE e
b. Does the sarles contain conﬂdontlﬂ intormsation requiring security handling? 1f yes, cite lew or r.gu[aﬂon, i
“t e. is this a vital racnrd? N ! A i* T ‘ T T M_ . "_‘"
d. Does thiz series have historical or long te tnrrﬂ research velue? oo ' T "
B ol Whanoneottmdowmntsmthlﬂll mkahmanrytoknpﬂwontlru ﬂa forllong p-riod couid thase documum: ———em e
be schadulad saparstely? . SRR
1. 1s the inforination contained In this ssries aver publishad? If ves, atwmch copy. T -
3 -g. Isthe information contsined in this series sver ma!vzod and/or reuordad na surnmunznd report? | L .
W yes, attach copy. ‘ o )
“"h. [s there # dupfication of this sarles in your ofﬂca or in anéther offics or agencv? . ) - -
“if yes, wher?
1. iz this series for # major portmn y of n‘l mgular!v macmmmad? - ]
1 j. Does tha recard series result in a computar printout? T T -

11. Retention Requirements

The following requires the saries to be kept: |
Coay

. Stete Law — . yeEE d. Audizpariod yeart.
b. Stature of limitation o yoers. 8, Adminintrative nesd yeare.
c Federat law yasry f. Federal retention Insoructions years.
Artach copy or axcarpt of iaws or reguistions. Explain -dministratiw need. -
12. Approved Disposition Instructions  This agency recommands that the file sarias ba cut off st the and of each:
DO calander Year: [ Fiscal Year: G Other month — then,
Hold in the currant files arsa — _month{s} 1 __ year{s);then
O Trantfer to iocal holding area; hold year(s); than '
B Transfer to Stata Records Center; hold year(s}; then
.Destroy
] Transfer to State Archives for permanant retantion.
- O Other fspecify) . ’ .
e - ) z':;. .
— i
These instructions apply to all prior and future accumulatuon of racords for this series titie... . _'; .
- " Signature &  Date __jrw —_ Signature & Dats .«
DHR Sedionl Unlt Chuef/ Supervisor/ Deslgnee ' 7 DHR Records Management -
::; M&A c;p ﬁm Y’ .. Paul T_Musphy:RMT . . _|. .. o .2
DHR Office / Division — Directar/ Designee il ! DHR Records Management Supervisor- | T
’ )1' M : ' ¢ ]
. WCrank CRM-RAMA - | /10 2%9
—s'i'; — LT — ,
_ gl'lltuu & Dage .
Retention recommendations ' ST ' .
in paragraph 12 are approved , | State Audlitor/Designee --- © y ' Bl ﬁ"%? ‘i“
- if not approved, pleass E - - - ]
attach a letter of explanation. * : - a -5 \‘ > - y
_ Secratary of State/Detignee ) _ WV —— P I f‘/

Form 4508 (7-78)
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. . OFFICY OF BICAITARY OF STATL :

SU“:E ] ! A pp 1 T cation for DZFARTKINT OF ANCZIVES b LIETORY / PACE R)’
RECORDS DISPOSITION STANDARD BECOMDA MARAGEINENT DIYISIOR ) :

GECRG i A

LS S See saparate instrurtions for enmplation :fff FIK RETDHDL “ANAGEMENT DIVISION ULE

Ja"xuary 8, 1976 7roar and reverse of this fore. Sign criginal aad tue copiesf] PRte Peceled Apsilestion he. tate Comgierer

2mg frryord ts Tepart=ent 'o_f Aeehiu.. and Kiastory, lflnnli‘on JAN \ 2 ‘976 7(9 q JAN 2 7 fg?e

o] LgeTy hpp.lestce LI
o<

‘DH_R“ZS . Bacordes Monajement "'fwar '
— . a ..&-Wm‘-!
Q2 AITeTT . Tiwtar e, Tuddrwist-:r b .ld‘l-xl- t!lr' ‘efice AGdrews N t T Ferecn to fp-url
“ "Georgia Department of Human Resources - Offlce of Evalua- T
tion and Research - State Center for Human Service Mrs. Sharon Stanley
Statistics - Reports Control Monitoring/Special Studies T p——
Section - 618 Ponce de Leon Avenue - Atlanta, Ga. 30306 fSR.'esearch Asso. 11 '894-4057
. 7. ACTION REQUESTED :
e | ESTABLISH DISPOSITICN STANDARD, ‘ DISPOSE OF PRESENT ACCUMULATICH:
=4 RZCORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

£ .Zsrliest & Latest 9.Exact Series Title
vates of Series - S e

june, 1973 -to date RANDOM MOMENT SAMPLE STUDY F1LES

10"Tﬁa+ is the functicn of the office in which this record series is cfeated?'" i

The Office of Evaluation and Research is responsible for providing the Management Team with
personnel who can objectively evaluate-and analyzé the effectiveness of the Department’s
Programs. :

The State benter for Human Service Statistics has the responsibility for compiling birth, death,
marriage, and divorce data by unspecified categories for research purposes leading to obtaining
assistance in the development of health programs under Federal and State grants and to assist

in the identification of those areas meriting the establishment of health programs.

The Reports Control Monitoring/Special Studies Section has the responsibility for maintaining
a list of all required Federal reports as toc person responsible for report, -frequency of
report and current status; and conducts special studies for the State Center, especially the
Random Moment Studies of DHR and County DFCS staff for cost allocation and Federal relmburse-
ment monies for these employees.

pra— e ———

el This file conteins the follow1ng documents (1nclude form numbers and tltles, if any,
end file arrangement }.

Documents relating to conductlngzud coordlnating studies for cost allocation for Federal
reimbursement of funds for salary and travel of personnel who work in County Departments
of Family and Children Services and support staff in the State Department of Human Resources,
Included are unnumbered forms: "Admin1strat1ve Random Moment Study" giving unit code/room/
* phone number, 1nformat1on as to whether employee was contacted by telephone or face-to-face;

" employee's name, social security number; employing division/office; random moment number;
date and time of contact; activity on which employee working when contacted; interviewer's
name, "DFCS Clerical Random Moment Study Schedule" gives county name and number; random
moment number; employee's name and social security number; date form completed; activity on
which employee working at time of report; interviewer's name; interviewer's remarks,
"Services Random Moment Study Schedule™ gives county name and number; name of worker sampled,,
and Soc1a1 Securlty Number; rahdom moment number; date form completed, actlvity on which

' -_" ATTACH SAMPLES OF THE FILE _' T o
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] NUAL RAT MULATIO
setter-atze File Lravers 17 25’5 ARAUA ) ATE oF accy * » 1[{. - -21
T 7 o o B 3 tn Offirels} 1n Storsge ».:-i-!!
leami-utazr File Sravers 3 6 Fioor Space Occupled [Square Feet) -
31 R
— - Cas - ol g oy e e i o
This Lug* Ereresingfaii Prion
*constant use for 1/2 MJmmijrmrilodwied e
~.—40f each quarter * '
AVEASGE DAILY REFERENTES . .
(peak period) ' 1/21 1 1
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QUESTIONNAIRE Place an “2” fn the proper coluan.” If anawver {0 "YES,” !;!ll!' eagialn - ::__ YES ?{'6
[ 1 v .. _ ) -
13, Is this the Record Copy of the series? T (x] [ ]
.14. Is there a duplication of this sefies in another office or agency? . - [ 1 [x]
15. TIs tne ihformation contained in this series ever summarized or publlshed° (=] [7
Attach copy of summary or publication. see''compiled results''group - attached
16. Does the series contain cla531f1ed 1nfonmat10n requlrlng securlty handllﬂg” ' (). [ x!
17. Does the serles 1n1t1ate, amend or termlnate agency ‘policies and procedures?’ 11 (&
18. Could the functlon be perfbrmed if the files were lost or destroyed? . (g1 [ L
'19.- Is the series (or major portion of it) regularly microfilmed? If yes, why?_ [1 [x-
20. Does the record series provide data as input to an EDP file? _ g [ ?
information to identify employee, work category, county, division/office . -
21. Does the record series contain documentation produced as EDP printout? T " T A
: informatlon as given in item 20 - )
22. Has the Federal Government issued 1nstruct10ns governlng the retentlon/dlspo— &Y O[]
- sition of these files? - ) X .
~ see attached page ‘11273 Record ‘Retention Guide - 6 4 - DU
23. Will there be a need for these records 10, 15 years from now’ If yes, what? - 01
2k, REQUIREMENTS' “ The followlng requlres the flles to be kept 4 - years
a.[]STATE b. []STATUTE OF c.[]AUDIT,-r d.bdFEDERAL Ce. PﬁADMINISTRATIVE f. []HISTOPICAL -
LAW ' LIHITATION PERIOD .. LAW. o DECISION. .- . VALUE
(Cite Law, Statute, or other reason fbr the Petpnfvnn T SR :

See attached page 11273 RECORD RETENTION GUIDE and to fulfill agreement with HEW that should re-
&uest be made by HEW for duplication of any Random Moment Study, all material for providin~- “hi:
duplication will be available and HEW would be furnlshed the dupllcatlon of the study,

25. AGENCY RECOMMENDATIONS. This agency recommends that the file se series be’ cut off at the snd
of each -[]CALENDAR YEAR -[]FISCAL YEAR -[]OTHER X . sthen:

Hold in the current files area ,} month(s)/ year(s}: '
Transfer to. [ ] state Records Center [ ] Local Holdlng Area; hold __year(s):
Destroy. - R I S
Transfer to State Archlves for permanent retentlon. o B .- . . e
Destroy immediately after cut-off. . ) C - - -
Cther: {Specify) Beginning January 1, 1974 cut off file quarterly, hold in current!!
. files area 1 year; transfer to State Records Center, hold 3 years:

then destroy. L e - . -
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(Indicate briefly ratiomale for recommendations .above/or write additional remarks):

See.attached page 11273 from Records Retention Guide "6.4 State and local governments; —
institutions of higher learning, hospitals, and other nonprofit organizations receiving HEW
Fecgﬁjz Management Offiger (Szgnq@ure) ; Date
T ER REQUIRED
322 Lot /}» L.‘L.-K-f L ;;,, 77 | 0TH QUIR SIGNATURES DATE

ency Head/Designeé - !
Approved [ ] Disapproved “’\L\G S C ‘}I “((” /-—S’—']J
tate Auditor/Designee . .%
Agproved [ 1 bisapproved] ' N - > \-23-7)J

Secre of State/Designee ‘

[ A d [ ] Disapproved W /-21-7
Attgfney General/Designee

X ngpégoged [ 1 D1saporoved' /6{1721?7W[\(S1i«£—Q/L-e;__“___._4_4__'_1§£?’

' [26. Rectbmmendations}4
in paragraph 25
are:

STATE RECORDS
COMMITTEE

R - . R
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Application for Records Disposition Standard

- RANDOM MOMENT SAMPLE STUDY FILES

Continuation Page . | . : : o -3

11.

25,

which employee working at time of report; interviewer's name, "Eligi-
bility Staff Random MbmenE/%ample Schedule” gives date of Schedule; 7
name of employee and employee s Social Security Number; mname of inter-
viewer and interviewer's remarks; employee activity at time of report,
"Services Random Moment Study" is the compiled results for a given month

- of the Random Moment Studies. Also, any subsequent forms which may be

developed for the Random Moment Studies, keypunch cards and printouts,

The file is arranged: Administrative - by date; County - by date, thereunder
alphabetically by county, and Youth Services - by date, thereunder by &
"site for given area, - ; _ =
ﬁgraﬁts. ,gﬁ

To maintain financial records, supporting documents, statistical

- records, supporting documents, statistical records, nonexpendable

" findings. 45 CFR 74.20, 74.21, 74.22,

property records, and any other records pertinent to an HEW grant.

Retention period: 3 years from date of submission of anmual or
final expenditure report (or in case of unexpendable property,

3 years after final disposition of such property); or if Federal
audit has not been completed or audit findings have not been
resolved at the end of 3 years, until resolution of all audit

kel wt,

g
.
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’ 10 . . OFPICE OF BECAETANY OF BTATE
SLAFTE Application for DEPANTHERT OF ARCHIVES & EIBTORY PAlGE
ceorga RECORDS DISPOSITION STANDARD  weconos'sumsormenr prviston

. l _lppljtotlcn b-tt
_ January 8, 1976

2 A.nic} Application Mo,

INSTRUCTIONS See¢ separate {natructions for completion :fl FOR RECORDS MANAGEMENT DIVISION USE

Date RNecelved Application No. Date Complete!

AN 12 1978 rge =Ml AN 27 1978

front and reverse of this form. Sign original and two dopies

and foruard to Pepartment of Archives and Kistory, Attentigm:
i

- DHR"ZS Records Management Officer.
e
AGENCY, Ttvfui-n, Sobdtyielcn b Adeinistering 0ffice Address - " Ionos'os T ,Ferson to Contect
"Georgia Department of Human Resources - Office of Evalua- : -
"~ tion and Research - State Center for Human Service Mrs. Sharon Stanley

Statistics - Reports Control Monitoring/Special Studies — ]

- ¥orxin tle Tei. Ao
Section - 618 Ponce de Leon Avenue - Atlanta, Ga. 30306 E%esee;ehlAsso. 11 6'894-4057

T.ACTION REQUESTED - ‘
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

‘8 .Earliest & Latest 9. Exact Series Title ' ) ‘ o

Dates of Sebies ot} »-xvz- DAL TUOILICo igt gesvolons oS liirelt gl omeltIlc telnk
June, 1973 -to date RANDOM MOMENT SAMPLE STUDY FILES B
0 L T N e FE U I RS Sl oy

*What is the function of the office in whlch this . record serles is created?

The Office of Evaluation and Research is reaponsible for providing the Management Team with

pergonnel who can obJectively evaluate-and afialysd the effectivehéss of the Departmént's
~Programs.

The State Center for Human Service Statistics has the responsibility for compiling birth, death,
marriage, and divorce data by unspecified categories for research purposes leading to obtaining
agsistance in the development of health programs under Federal and State grants and to assist
in the identification of those ar&as meriting the establishment of health programs.

The Reports Control Mouitoring/Special Studies Section has the responsibility for maintaining
-a list of all required Federal reports as to person responsible for report, frequency of
Teport and current . status,: and conducts._ special studies for the Stgte Center, especially the
_Randam Homent.gtu&ies -of DHR ané ‘Colnty DFCS_staff for cost’ alldcation an&,ngeral Teimburse="
ment monies for these employees.

ﬁ ThlS flle contains the fellowing documents (1nclude form numbers and tltles, if any,
and file arrangement).

Documents relating to tonducting and coordinating studies for cost allocation for Pederal
reimbursement of funds for salary and travel of personnel who work in County Departments
of Family and Children Services and support staff in the State Department of Human Resources,

Included are unnumbered forms: '"'Administrative R ndom Moment Study" giving unit code/room/

"‘"phoné'number, information &s to whether emp}oyee wea eontacted by telephone or face-to-face;

"> eniployee 's naie’, “sodfaF decirity fimber ; employing dlvision/office random moment number

date and time of contact; activity on which employeé ‘Working when contacted; interviewer's
name, "DFCS Clerical Random Moment Study Schedule" gives county name and number' random
moment number; employee's name and social security number; date form eompleted activity on
which employee working at time of report; interviewer's name; interviewer's remarks.
"Services Random Moment Study Schedule" gives county name and number; name of worker sampled,
and Social Security Number' rafidem moment number; date form completed-ractivity on which

SANENSRETIT 13002 TR 83 AP F T FfLE e pemh TSl enne 3n s
e "IRE - ATTACHS LES 0 HE . o e ep BTN S e e
-~ - o - PR i ——— v L R P s e
nisiiamiot it e e .Lf il .
ﬁ 2 . zduyputur HCCUPTTL Mo, of Drlverl Cu Tt. of Rreord- I - No. of Dravers Cu. Pr. of Records
- : ' ; ANRUAL MATE OF ACCUMULATIGN
Letter-size File Dravers : 17 25.5 14 21
7 1n Offtrelal In Storage Areafs!
Leghl-slte File Drawvers 3 6 Fioor Space Occupled (Square Peet] 31

This Last PrecedingfAll Pricor
Yeur Ty Tear's Year's Years'

%onstant use for 1/2
each quarter *

AVERAGE DATLY REFERENCES

(peak period) AT w2l |

Form. AR-30-T)
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EGESTIONNAI RE Place an ':::L!hl propet Vrnlcn'-n. If anaver fe “YES," please explain ! ) YES ‘Nﬁ:“q
13. Is this the Record Copy of the series? | o [x] []
14. Is there a duplication of this series in another office or agency? R 1Y I

e d . AT ! ' - _
15. Is the itforfation contained in this series ever summarized or published? [x] [ ]
Attach copy of summary or publication. see''compiled results"group - attachedn o
16. Does the series contain classified’ 1nfonmat10n requlring securlty handllng? - [ 1 [x]
17. Does the serles initiate, amend ér términaté agenCy‘EolieiesAend’progéduresz H‘: [']“ [ =]
18. Could the function be performed if the files were lost or destroyed? (x] [1
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? (1 [«
20. Does the record series provide data as input to an EDP file? (g [
information to identify employee, work category, county, division/office
21. Does the record series contain docufiéntation produced as EDP printout? = -~ -, v [g { ]
information as given in item 20
22. Has the Federal Government 1ssued 1nstruct10ns governlng the retentlon/dlspo— k1 O[]
" " sition of these files?-* - ~ £ N R S
:gee attached page 11273 Record. Retention Guide -6,4 - conies - ef" P S
23, W1ll there be a need for these records 10, 15 years from now? If yes, what? S
25~ ﬁEQUIREMENTS The follow1ng requlres the flles to be kept - fyears ' 7
a. []STA’I‘E . b. []STATUI‘E OF -c. []AUDIT -«d {x]F’EDERAL MADMINIS‘I‘RATIVE f []HISTORICAL -

" A o T o a7

. (Clte LGIJ ”Statute, or Othe'lf’ T’eason fOI‘" the Y’(‘t(»—’ﬂf‘?n?‘l BA AT mAmoin F
$ee attached page 11273 RECORD RETENTION GUIDE arnd to fulfill agreement with HEW that should re-
juest be made by HEW for duplication of any Random Moment Study, all material for providing this
duplication will be available and HEW would be fqgnished the duplication of the stndy. o
25. AGENCY RECOMMENDATIONS. This agency recommends that the file séries be cut Off at the end |

of each -[]CALENDAR YEAR ~[]FISCAL YEAR -[]OTHER X : _ ,then:

LAW o . LIMITATION PERIOD .. LAW. . DECTISTION. . - VALUF e

Hold in the current files area ‘ month(s)/ year(s):
Transfer to [ 1 _State Records_ Center [ ] Local. Holdlng Aree; hold ... ear(s): . .
: K ez ©F Jre g

~ N T

]

3 ol o

1] Destroy. ] -
] Transfer to State Archlves for permanent retentlon
| i
<]

Destroy immediately aTter cut—off.n T o e
Other: (Specify) Beginning January'1, 1974 cut off file quarterly, hold in current

.. files area 1 year, transfer to State Records Center, hold 3 years;
‘_ _then destroy._q - =

z - o m R T

- L - r‘_ e

T e L B by o bt o ol ol i:nﬂ‘:bJ' TaR o pewQ o ITE

M
)
)
0
'y

. ,_C_-_‘.V.

(Indtcatg br@ef?y ratzgnale fbr reeommendatzons above/of wrmte adgzttonal remarks) :

See attached page 11273 from Records Retention Guide - "6.4 State and local governments,
institutions of higher learning, hospitals, and other nonprofit organizations receiving HEW

Re"gﬁ gy i oy i % /“ OTHER REQUIRED SIGNATURES DATE
|26. Redbmmendations|Agency Head/Designee . a9 1 ]
in paragraph 25 Approved Disapproved AG A By (E, Aé}%%l-vilﬁLf f—é?—?é,

are: ate Auditor/Designee . '

| [t/ﬁ«ppr‘oved [-] Bisapproved \\%&A‘i\ Q.L.,u S) \-22:7

STATE RECORDS |gRSecre f‘State/Destgnee \ Yo 7
COMMITTEE [V A 1 Disapproved} ¢ /-21-74&

Attofnby GenemZ/Designee |
Approved Disapprove / @{\é Z‘JLLK— , [-2376




Application for Records Disposition Standard

RANDOM MOMENT SAMPLE STUDY FILES

Continuation Page . -3

11,

25,

which employee working at time of report; interviewer's name, "Eligi-
bility Staff Random Moment Sample Schedule" gives date of Schedule;

name of employee and employee's Social Security Number; name of inter-
viewer and interviewer's remarks; employee activity at time of report.
"Services Random Moment Study" is the compiled results for a given menth
of the Random Moment Studies. Also, any subsequent forms which may be
developed for the Random Moment Studies, keypunch cards and printouts.,

The file is arranged: Administrative - by date; County - by date, thereunder
alphabetically by county; and Youth Services - by date, thereunder by
site for given area. :

grants,

To maintain financial records, supporting documents, statistical
records, supporting documents, statistical records, nonexpendable
property records, and any other records pertinent to an HEW grant,

Retention period: 3 years from date of submission of annual or
final expenditure report (or in case of unexpendable property,

3 y8ars after final disposition of such property); or if Federal
audit has not been completed or audit findings have not been
resolved at the end of 3 years, until resolution of all audit
findings. 45 CFR 74.20, 74,21, 74.22.




